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DATA PROCESSING 


EDP Salaries Rise—Data processing salaries for professionals 
in the U.S. rose an average of 9.2 percent from June, 1980, to 
June, 1981, according to a survey by A.S. Hansen Inc. 
(Memo, April, p. 10). 

Ending Computer Phobia--Women fear computers more than 
men do, claim two University of Texas at Austin statistics 
teachers in a survey of business students (Memo, March, p. 
10). 

Information Source— An electronic data and communications 
network that utilizes word processing systems—said to be the 
first major effort of its kind —has been jointly announced by 
Philips Information Systems and The Source (Memo, Jan., p. 
10). 

Mammoth Mainframe—Sperry Univac aims for the ultra- 
high-end user with its powerful new 1100/90 series of main- 
frame computers (Memo, Sept., p. 9). 

Out-of-Court Settlements with AT & T and IBM— These pave 
the way for new innovations in both the computer and 
telecommunications markets; by Alan Hoffberg, contributing 
editor (EDPerspective, March, p. 91). 

Prepare Carefully Before Jumping on the DP Bandwagon—It 
might be worthwhile to attend a short course on the funda- 
mentals of computers; by Alan Hoffberg, contributing editor 
(EDPerspective, Jan., p. 72). 

Searching for that Computer System Bargain— You will prob- 
ably get a great many more headaches than you bargained for; 
by Alan Hoffberg, contributing editor (EDPerspective, May, 
p. 72). 

Software Revenues Soar—Expenditures by small business 
computer end users for applications software are expected to 
exceed $9-billion by 1985, reflecting a compound annual 
growth rate of more than 32 percent (Memo, March, p. 9). 
Taking the Mystery out of Black Boxes—Protocol converters 
can allow normally incompatible equipment to communicate 
in a common language. Here are some purchasing guidelines 
for prospective users; by Jeffrey | J. Held (Jan., p. 47). 
Talking Computer p Systems and 
Scott Instruments have developed lutionary computer 
system that can be programmed pe used by voice command 
alone (Memo, Sept., p. 10). 

The Pick Operating System—Dick Pick’s “ideal” operating 
system for both large and personal computers may appear on 
the market within 12 months; by Alan Hoffberg, contributing 
editor (EDPerspective, Sept., p. 76). 

The Soft Sell——A major office supplier, Wilson Jones Co. of 
Chicago, has recently begun retailing computer software, 
initial packages will operate on Tandy, IBM, Hewlett-Pack- 
ard, and Apple microcomputers (Memo, April, p. 10). 
The Value of Information—Like it or not, the data that a 
company has at its disposal is often determined by the ‘top- 
ranking squeaking wheel’; by Alan Hoffberg, contributing 
editor (EDPerspective, July, p. 78). 
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EDITORIALS 


A Changing Office, But... —-For all the talk about systems 
integration heard at shows and conferences, it’s ironic that the 
people who sponsor these events don’t practice what they 
preach (Aug., p. 21). 
Airline Bonuses: Who Should Collect?—In 1981, U.S. com- 
panies spent $72-billion on business travel, the second costliest 
expense after salaries. Who should get those airline giftts, the 
ployee or the employer (Dec., p. 25). 
Another Try at Federal Operations Reform—The Presidential 
Private Sector Survey on Cost Control in the Federal govern- 
ment will identify opportunities for increased efficiency (May, 
p. 23). 
A Personal WP System for Under $1,000—This is the dream 
machine that a lot of managers and other office professionals 
(and, yes, journalists) keep talking about for their homes. The 
firm that does put out a good personal word processor is going 
to clean up (June, p. 19). 
Art for Office—Time was when office art consisted of a 
calendar from some railroad showing locomotives in the night; 
now, good art purchased knowingly can be a wise investment 
(May, p. 23). 
A Tale of Two Conferences—The OAC and AMS should put 
their heads together: the future-focus of the one and the 
maturity of the other could help both to reach higher goals 
(July, p. 21). 
AT&T Breakup Puts Employees at the C ds—Virtually 
everyone there is asking what the settlement means for him or 
her personally. The company is gearing up to deal with the 
competitive world (April, p. 23). 
Cost Containment, Profit Sustainment—In these recessionary 
times, the cost-containment functions of the istrative 
manager have taken on a new significance (Nov., p. 21). 
Information, Not Printouts—There’s considerable doubt 
among managers that widespread use of — by top- 
level executives is cost effective (Jan., p. 21). 
New Commitments and a New Magazine—In January, 1983, 
inistrative will join forces with its sister 
publication, Word Processing & Information Systems, to 
form a new and stronger magazine: Office Administration 
and Automation (Dec., p. 25). 
Office Buildings Can Use Less Energy—A study by The 
National Bureau of Standards says it’s possible to design 
Offices to use 30 to 50 percent less energy (Feb., p. 25). 
“Offices of the Year” Reflect Their Times—lIn their diversity 
of size and industry, this year’s award-winning offices reflect 
an important fact about today’s office technology: that you 
don’t have to be a corporate giant to use it (Feb., p. 25). 
Presidential Task Force—Once it gets down to business under 
proper leadership, it can find enormous opportunities for cost 
control in many Federal agencies (July, p. 21). 
Speaking in Public?——A little advance preparation can do 
wonders for your talk. You'll be more at ease and so will your 
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audience. After all, they'll be hearing a pro (April, p. 23). 
The Best of Times, the Worst of Times—The opportunities to 
make it big in this age of administration have never been 
greater; the costs of running a business and the uncertainties 
of future conditions have also never been greater (Jan., p. 21). 
The Road to the “Office of the Future”—-A word you'd rather 
not hear, but can’t avoid, at recent gatherings dealing with the 
automated office is confusing. Managers use it, vendors use it, 
and the consulting firms use it (June, p. 19). 

Third Annual Office Automation Conference—The Confer- 
ence will be well worth the time and attention of administra- 
tors seeking not way ington but understanding of the many 
issues sur di ion (March, p. 21). 

Tools of the Office: “tae of Freedom?—Our copiers, word 
Processors, personal computers, and more, in our offices and 
now our homes, are an arsenal as powerful as any for the 
defense of liberty (March, p. 21). 

Videotex and Teletext--The folks behind these new industries 
seem to go out of their way to muddle the names they attach to 
things (Aug., p. 21). 

What Business Leaders and Journalists Say About Fach 
Other-—Recent polls of journalists and CEOs suggest that the 
two groups may be a lot closer on a number of key issues than 
they had thought (Oct., p. 23). 

What’s Holding Up the Automated Office?-—Before answer- 
ing, let’s first define “automated office” and then decide if it’s 
really being held up (Sept., p. 21) 


FINANCIAL MANAGEMENT 


Advice to Travelers—The FCC permits hotel owners to add 
surcharges to hotel room phone calls. Here are some ways to 
get around it; by Frank Griesinger, contributing editor 
(Memo, Dec., p. 9). 
Getting a Head Start on Next Year's Budget—For many 
administrators, obtaining top management's approval will not 
be easy in today’s difficult times. Here’s some practical advice 
on going about it; by Stan G. Webb (Aug., p. 26). 
Holding Down Postal Costs—With ever-increasing expenses, 
it’s vital that administrators seek out better ways of handling 
mail. Here’s some practical advice, plus a “Postal Awareness 
Quiz” to test your knowledge of mailing practices (Feb., p. 
57). 
Leasing Remains Risky——In the wake of the collapse of OPM 
and Itel, computer leasing remains as risky as ever, a new 
report shows (Memo, Oct., p. 9). 
Recession Bottoming Out?—Executives surveyed at a recent 
Arthur D. Little business forum believe the current economic 
is .lose to b ing out (Memo, Sept., p. 10). 
Record Revenues—Despite the recession, nearly all sectors of 
the $22-billion computer services industry experienced growth 
in revenue, profits, and productivity during 1981 (Memo, 
Oct., p. 10). 
Soaring Layoffs—-According to the Bureau of National Af- 
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fairs Inc. in Washington, D.C., more than 730,000 U.S. 
workers were laid off by private industry in the first half of 
1982 (Memo, Oct., p. 9). 

Tax Credit Law Extended— Businesses have been given a one- 
year extension to claim substantial tax credits under a little- 
known tax law called the Targeted Jobs Tax Credit (Memo, 
March, p. 9). 

The New Tax Law—The scope of TEFRA will be far- 
reaching, with an increased tax burden on companies and 
individuals; by Richard S. Wolen (Nov., p. 27). 

The Ten Commandments of Salary Administration—Manag- 
ers in both large and small companies are facing a growing 
crisis in personnel compensation. Here are proven ways of 
effectively coping; by William S. Hubbartt (April, p. 24). 


MANAGEMENT OVERVIEW 


Administrative Managers Tell ‘My Biggest Challenge’—By 
dealing with difficult situations, many managers have built 
the confidence needed to be successful in their jobs and 
companies (Oct., p. 30). 
Administrators Should Actively Pursue Voluntarism—Volun- 
teer services have expanded beyond the area of social services 
and may be found in almost every field of endeavor; by 
Howard Thomas, contributing editor (Management At Ease, 
July, p. 78). 
Administrators Tell Their Goals for 1983—The new year 
promises to be one of unusual challenge—and opportunity. 
Five managers reveal what they hope to achieve; by Randi T. 
Sachs, associate editor (Dec., p. 30). 
Administrators Tell What it will Take to Survive—A/M read- 
ers forecast the critical issues that will confront managers in 
the '80s, and offer their personal recommendations for dealing 
with them (Jan., p. 28). 
Adversaries in the Workplace—When employers and employ- 
ees are at odds, time, money, and productivity are lost. 
Objective third-party mediation can help restore trust; by 
Barbara Ashley Phillips (Management Opinion, July, p. 82). 
nous Management—The administrator trained along 
the “androgynous” model blends traditional male and female 
corporate behaviors to produce the best possible type of leader; 
by Alice G. Sargent (Management Opinion, Oct., p. 82). 
‘Automation’ Thirty Years Later—Leading management con- 
sultant John Diebold discusses the challenges that office 
technology continues to pose for managers and society at large 
(Oct., p. 24). 
Back to School—3M offers free monthly seminars on organiz- 
ing meetings and presentations, choosing appropriate A/V 
aids, and utilizing effective presentation techniques (Memo, 
Sept., p. 9). 
Benefits of Keeping a Personal Journal—“Journal keeping” 
may be just the tool needed to help you avoid “flying blind” 
through your management career; by I.R. Perkin (Oct., p. 


Blueskying Without Apology About the Future Office—Here’s 
an extraordinary and different speculation on what new 
technology will mean for mankind—both within the office, 
and outside it; by Charles Philip Lecht (Aug., p. 28). 

Burnout— An Unnecessary Tax on the Successful—Recogniz- 
ing early warnings and changing one’s work habits are vital; 
by Herbert J. Freudenberger (Management Opinion, April, p. 


99). 
Business RX: Bifocals—Management’s preoccupation with 
short- term gains has contributed to declining productivity, 
ing capital i , and other ills afflicting Ameri- 
can industry (Memo, March, p. 9). 
Commit or Hold Off?—Short-term solutions to office automa- 
tion problems are often incongruous with a company’s overall 
objectives; by Alexia Martin (Sept., p. 24). 
Creative Hiring Techniques— Learning to analyze and sell jobs 
in the same way products and services are marketed is a key 
challenge for the "80s; by John Fanning (Management Opin- 
ion, Dec., p. 89). 
Dressing Up Employees—Most companies enforce dress and 
for office employ reports a recent 
survey by the Administrative Management Society, Willow 
Grove, Pa. (Memo, Dec., p. 9) 
Endless Slump?—The layoffs and service cutbacks hitting 
both private and public sectors may be aggravated by the 
current recession, but their causes lie deeper, says an expert at 
the University of Pennsylvania's Wharton School, Philadel- 
phia (Memo, Dec., p. 10) 
xecutive Blues—One out of four top-level executives sur- 
veyed in a recent Gallup poll reported physical and mental 
symptoms that affect their health status and/or reduce the 
quantity and quality of their work (Memo, Oct., p. 10) 
Executive Terminals: Where They Pay and 
Don’t—The “wired manager” is the latest development on the 
automated office scene. There are areas where it makes 
sense—and areas where it doesn't; by Randy J. Goldfield, 
conttibuting editor (Jan., p. 31). 
Faked Credentials— More job candidates falsify their creden- 
tials today than in recent years, according to Thorndike 
Deland Assoc., New York search firm (Memo, Dec., p. 10). 
Fostering Leadership—The newly formed, nonprofit, nonpar- 
tisan American Leadership Forum (ALF) will provide a way 
for existing and emerging leaders to meet and involve them- 
selves more effectively in recharging our system and renewing 
our society (Memo, Aug., p. 10). 
Fourteenth Annual SMIS Conference— Managers can become 
overwhelmed by the number of “viable solutions” for office 
automation unless they develop a sound planning strategy 
based on company goals (Office Automation, Nov., p. 17). 
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Getting More for Less—Administrative productivity improve- 
ments deliver higher profits, better jobs, more customer 
satisfaction, and higher professionalism; by Martin F. Stan- 
kard (Management Opinion, Nov., p. 86). 

Good Business Behavior—While TV and movies continue to 
portray business executives as ruthless villains, that image is 
quite out of place in the real world of high finance and 
commerce, says one business ethics expert (Memo, June, p. 
11). 

Hard Times instill People with a Strong Sense of Values—In 
recent years we have experienced inflation, but both depressed 
and inflated periods have far-reaching social and economic 
effects; by Howard Thomas, contributing editor (Manage- 
ment At Ease, Jan., p. 74). 

Harnessing the Office of the Future—Achieving the produc- 
tivity potential of the automated office has proven to be an 
elusive goal; by Charles H. Nobs (Management Opinion, 
May, p. 85). 

How to Sell Your Ideas to Top Management—-Most “good 
ideas” never get off the ground simply because they are not 
properly sold to those with the power to evaluate and autho- 
rize them; by Eugene Raudsepp (Sept., p. 27). 

Inf ion for Sale—Suppliers of copyrighted business in- 
formation can look forward to a continued boom in their 
revenues and profits, with the market doubling to more than 
$19.5-billion by 1987 (Memo, July, p. 11). 

Inside a Company Merger—While most mergers and acquisi- 
tions are sound business decisions for the corporations in- 
volved, there is often a heavy price paid on the human side of 
these transactions; by William S. Hubbartt (Sept., p. 22). 
Inspiring Corporate Enterprise—Corporateneurs help meet 
this challenge, and the need for people with their qualities is 
great; by Terence J. Fox (Management Opinion, Jan., p. 84). 
It’s for Real—Today’s information managers are using plan- 
ning proactively in the aid of the business, rather than as a 
mere attention-getting ploy (Office Automation, Nov., p. 18). 
Labor Union Looks Ahead—Last year, Communications 
Workers of America, Washington, D.C., became the first 
union to establish a Committee on the Future, charged with 
Icoking into what living and working in the Information Age 
will mean for union members and society (Memo, Dec., p. 10). 
Making Automation Decisions During 1982—This year prom- 
ises to be a time of discovery for many smaller firms that have 
previously had little or no experience with the automated 
office; by Thomas R. Billadeau (Management Opinion, 
March, p. 100). 

Managing in the Open Plan—The office is becoming an 
increasingly complex “system” requiring careful integration of 
people, the environment, and work assignments; by Burton R. 
Wolin (Jan., p. 34). 

Meeting and Besting “The Foreign Challenge”—There’s a 
need to reassess the number of levels of administrative over- 
head; by Gordon H. Cowperthwaite (Management Opinion, 
June, p. 82). 

Merging Technologies— Video, long regarded by many as the 
natural enemy of intellectual development, will soon emerge 
as the greatest source of information since the printed word, 
according to Koichi Tsunoda (Memo, June p. 11). 

More Offices Going Up—Office construction is up 66 percent 
from a year ago, with Los Angeles, Houston, New York, 
Chicago, and Dallas accounting for about 60 percent of the 
building activity (Memo, Jan., p. 10). 

New Realities—With the end of the antitrust suit against 
AT&T, administrators must now prepare for the impending 
impact on communications structures; by Francis X. Dzu- 
beck, contributing editor (Telecommunications, Nov., p. 78). 
No ‘Best Way’ to Manage—Programs designed to teach 
managers one best way to work with people are doomed to fail 
because they ignore an organization's individual norms and 
values (Memo, Feb., p. 19). 

Office Automation Conference 1982—Technology is gradually 
reshaping the way many organizations operate. This year’s 
OAC, previewed in this special section, explores ways manag- 
ers can meet the challenge of planning new systems (March, 
p. 43). 

Office Unions: Keeping the Threat Small—Management 
should be aware of recent developments that are creating an 
atmosphere conducive to office unionization; by John G. 
Kilgour (Nov., p. 23). 

On the Air—Video teleconferencing is as effective as face-to- 
face meetings for sharing data, say 90 percent of the partici- 
pants in a survey from International Association of Business 
Communicators, San Francisco (Memo, Dec., p. 10) 
Productivity for Sale—National Semiconductor, Santa Clara, 
Calif., is marketing the first in a series of productivity tools 
called Target Analysis Process, which has been highly success- 
ful internally (Memo, Aug., p. 10). 

Productivity—Both business and organized labor 
are supporting the productivity education campaign that the 
American Productivity Center plans to undertake with the 
Advertising Council, says C. Jackson Grayson, the center's 
chairman (Memo, July, p. 11). 

Rethinking Office Automation—The top priority should be 
effectiveness or the ability to achieve company goals. To do so 
will require radically new ‘breakthrough’ strategies; by Ray- 
mond R. Panko ae p. 22). 

Risk M ighted companies are beginning to 
employ risk management to provide their employees with 
greater benefits at lower cost (Memo, Feb., p. 19). 

Sales rowth in the contract furniture industry 
won't be as strong for 1982 as in previous years, says the 
Business Products Consulting Group, New York (Memo, 
Dec., p. 9) 


Selling Ideas Through Use of Slides—Slides offer clarity, 
attention-holding color, flexibility, and an information-carry- 
ing capability that’s hard to match; by Leslie Blumberg 
(Sept., p. 29). 

Six Critical Issues for the Eighties—Radical changes in the 
way organizations operate will test the mettle of today’s best 
and brightest administrators; by William H. Franklin Jr. 
(Jan., p. 24). 
Skills Need to Survive—Different skills will be 
needed by administrators to manage effectively in the years 
ahead. Here’s some practical advice on what these are; by 
William Maynard (Dec., p. 33). 

Staying Competitive—Corporations should plan for the re- 
placement of entire technologies as they would replace equip- 
ment. Those who don’t will find their markets invaded by 
foreign innovations (Memo, April, p. 10). 

Step-By-Step Transition to New Office Technology—-A favor- 
able impact on office profits should be the primary goal of any 
change. The guidelines presented here define some important 
cornerstones; by Robert D. Klineman Jr. (April, p. 26). 
Stop The Jargon!—Not only does dehumanizing language 
degrade employee loyalty, it also projects a negative company 
image—one of a big, heartless machine; by Roderick Wilkin- 
son (March, p. 82B). 
Successful Office Automation—This requires a real-world 
understanding of the true nature of equipment obsolescence; 
by Marty Gruhn (Management Opinion, Feb., p. 92). 
Tackling the Difficult Productivity Dilemma—Employees now 
question authority and want to participate in work-related 
decisions; by Robert K. Windsor (Management Opinion, 
Aug., p. 82). 

The Going Gets E: the way to spending a whop- 
ping $72-billion on business travel in 1981, U.S. companies 
increased their annual per-traveler costs by 20 percent over 
1980, making it the second costliest expense after salaries 
(Memo, Aug., p. 10). 

The Human Connection: Making Automation Work—The 
goal in the ‘80s should be to improve productivity through 
harmonization of people, the organization, and technology; by 
Alexia Martin (Feb., p. 33). 

The Integrated Office: How Functional? How Compatible? — 
Good systems development includes technology, but doesn’t 
start with it. Problems and objectives must be defined, with 
emphasis on personal expectations; by James H. Carlisle 
(March, p. 62). 

The Mailroom as a Tactical Information Center—A wealth of 
untapped assets can be found no further than the corporate 
mailroom, typically one of the most underutilized of company 
resources; by George W. Whitman (Nov., p. 33). 

The New Age of Administration: A Survival Kit—Managers 
are entering a perilous new age where the stakes are higher, 
the surprises greater, and the reaction times necessarily 
shorter. Success may depend on an understanding of the 
critical issues presented here (Jan., p. 23). 

The Slow Acceptance of Office Automation—A better under- 
standing of industry differences and organizational behavior 
could help overcome user resistance to new office technol- 
ogies; by Jacob Nusshaum (Management Opinion, Sept., p. 
82). 

Thumbs Up to Business—Florida, Texas, and Colorado—in 
that order—are the states with the best general manufactur- 
ing-business climates, according to a study by Alexander 
Grant & Co. (Memo, April, p. 9). 

Training Pays for Itself—A survey of middle managers who 
have completed management-training workshops shows an 
average monthly payoff to their companies of over $10,000 
(Memo, Jan., p. 9). 

Up With People—Productivity improvement and employee 
communication are the most important issues facing human 
resource managers, a recent poll of top executives shows 
(Memo, Nov., p. 10). 

View From Japan—Americans representing business, labor, 
and government observed innovative managerial practices 
during a fact-finding tour of Japanese factories (Memo, Sept., 
p. 9). 

Want Productivity Improvement? Manage It!—Successful 
performance requires that current resources be fully exploit- 
ed; by Richard Bobbe and Robert Schaffer (Aug., p. 22). 
We Are Not Completely Self-Made, Isolated Creatures—Our 
interdependence is proof that “no man (or woman) is an island 
entire of itself"; by Howard Thomas, contributing editor 
(Management At Ease, May, p. 72). 

What Mortgage Rates Are Doing to Executive Mobility— 
According to a recent survey, an inflated real estate market, 
among other factors, is causing a dramatic change in reloca- 
tion acceptability; by William T. Mangum (Feb., p. 59). 
When It’s Your Turn to Speak—For a speech to be successful, 
it must transform a passive ingestion of information into a 
persuasive, convincing experience; by Eugene Ra 

(June, p. 24). 

Worth a Thousand Words—A new study has found evidence 
that audiovisual aids—in particular, overhead prejection— 
can significantly influence the dynamics and outcome of 
business meetings (Memo, Aug., p. 9). 


OFFICE ENVIRONMENT 


A Place for Everything—Dennison National's 26-inch high 
workstations helped relieve the space crunch created at one 
Chicago law firm following the purchase of a more powerful 
WP system (Systems in Action, Oct., p. 72). 

A/M’s “Offices of the Year” For 1981—Awards go to seven 
new facilities named by the magazine as outstanding in 
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planning, design, and state-of-the-art use of systems. Series of 
stories on the winners runs through July (Feb., p. 26). 

An Active Information Source for Information Sources— 
Online Computer Library Center enables 6,000 libraries to 
help their patrons through a state-of-the-art facility that is 
responsive, massive, and secure; by Selma Friedman, associate 
editor (June, p. 30). 

An Administrator’s Guide to Office Wall and Floor Cover- 
ings—While the applications haven't changed much over the 
years, the quality and types of materials have. Here are some 
purchasing guidelines; by Edward A. Bajbek and Robert L. 
Hopkin (Aug., p. 30). 

Below This Terrace, These Offices—Preferred Risk Insurance 
Group's innovative new addition houses employees two levels 
underground in bright, sun-filled offices (July, p. 30). 
Do-It-Right Planning and L eading-Edge Systems—That'’s the 
winning combination reflected in Citicorp Homeowner’s new 
St. Louis headquarters; it’s yielded superb results; by Randi T. 
Sachs, associate editor (March, p. 27). 

Executive Workstations: From Mahogany to Mechanized— 
Office furnishings for the executive and middle manager have 
become more attractive, functional, comfortable, and versatile 
than ever before; by Randi T. Sachs, associate editor (Tools of 
pose) Oct., p. 51). 

Flexibility vs. bili des-Benz of North America 
gladly traded in the flexibility of its Quickborner-designed 
office “landscape” for the more efficient space utilization 
offered by Steelcase Series 9000 furniture (Systems in Action, 
Oct., p. 72). 

How to Keep Your Nice New Office Looking Nice and New— 
An effective design maintenance program can help accommo- 
date a new office to the ever-changing requirements of the 
most dynamic company; by Henry Gassner (Nov., p. 30). 
New Ceiling Systems—A proper balance between lighting, 
climate, acoustics, and aesthetics should be taken into account 
in the design and selection of ceilings for office spaces (Oct., p. 
33). 

New Ideas in Conference Rooms—The conference room, 
where visitors are received and decisions are made, makes a 
statement about how you do business and how your business is 
doing (Sept.,’ p. 30). 

Old Garage to Administrative Hub—In successful ‘surgery,’ 
Michael Reese Hospital and Medical Center puts its office 
operations under one vast roof comfortably, flexibly, and 
economically; by Selma Friedman, associate editor (May, p. 
32). 


From the Ground Up—There are two basic approaches to the 
integration of office systems: to unite discrete office processes 
or to focus on the overall information flow, followed by the 
design of a comprehensive system (Memo, June, p. 11). 
“If It Looks Good, Don’t Change It”—In its third construction 
phase, a fast-growing company called MDSI kept a unified 
exterior while improving its open-plan interiors; by Robert L. 
Sample, associate editor (April, p. 32). 

Offices with a View from the Bridge—The view is of four 
effective companies working as one effective organization. 
The daring design of The Harvest Companies’ new headquar- 
ters, and its innovative systems, are what make it happen 
(Feb., p. 28). 

Open Office at the Fair--Westinghouse Electric Corp.’s Ar- 
chitectura! Systems Div., Grand Rapids, Mich., will supply 
furniture for the U.S. Pavilion, administration level, at the 
1982 World’s Fair, Knoxville, Tenn. (Memo, March, p. 10). 
Single-Purpose Paperless Office—The Sheraton Corp. Trade 
Travel Center exists to handle reservations placed through 
travel agents. It’s exceptionally well designed for the task 
(March, p. 30). 

The Exceptional, High-Performance Office Chair—Today, 
the emphasis is on providing a highly versatile “tool” that 
matches proper posture and support to the specific task being 
performed (May, p. 29). 

Your Office: Color It Producti Used ively and judi- 
ciously, color can enhance our performance, at work or home, 
creating a positive, satisfying atmosphere; by Bobbi Digerness 
(Dec., p. 46). 
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Computer Conf people in California and 
Australia recently sat t down at opposite ends of an 8,000 mile- 
long “electronic conference table” to witness the introduction 
of Notepad, a new computer-based communications sytem 
(Memo, June p. 11). 

Computerized Addressing Upgrades the Mailroom—Automat- 
ed in-house list management systems allow large-volume 
mailers to obtain centralized control, as well as | 


probiems, and industry standardization efforts will mean 
exciting growth in the fiber optics market, ding to 


Protecting a Centrally Located WP Center—Most industrial 


Creative Strategies International (Memo, April, p. 10). 
Graphics Growth—Microcomputer-based systems will open 
up new graphics markets in the ‘80s, even more spectacularly 
than minis did in the late 60s, predicts a report on Color and 
Graphics in Home and Business from Strategic Inc. (Memo, 
Jan., p. 10). 

‘I Need a Thousand Copies of This’—Today’s administrative 
manager has to choose from an arsenal of printing devices that 
rivals the complexity of James Bond’s weapons shop; by Brett 
Rutherford (Sept., p. 45). 

IBM Announces Network—The IBM Information Network 
utilitzes coast-to-coast data communications facilities, over 
100 IBM products, and the company’s advanced operating 
system software programs (Memo, April, p. 9). 
Micrographics in the Office: Its Role Expands—Most experts 
agree that vendors should be providing new equipment that 
can be integrated into an overall information system. But, is it 
happening?; (April, p. 38). 

Micros Take on Minis—Microcomputer systems are moving 
into head-on competition with minicomputer systems in mar- 
kets that have traditionally been the domain of the latter 
(Memo, Feb., p. 20). 

New Copier Markets—Manufacturers of low-cost, plain-pa- 
per copiers will soon be able to move into two new markets: the 
very small business and the home (Memo, April, p. 9). 
Printing Problems Solved—With the aid of a Heyer el 


pionage is undertaken by other companies seeking to gain or 
maintain a competitive advantage; by Belden Menkus, con- 
tributing editor (Office Security, Feb., p. 84B). 
Responding to Bomb Threats—Management cannot afford 
any short cuts when it comes to safeguarding the lives of 
employees; by Belden Menkus, contributing editor (Office 
Security, April, p. 88). 
Systems for Authorized Access to Information -The trend 
towards sophisticated, interactive computing is bringing about 
a heightened need for better security controls; by Kathryn M. 
Cullen (May, p. 35). 
The Legal Ramifications of Information Privacy —When com- 
puterizing personnel records, special care must be taken to 
prevent security breaches so that confidential information will 
be protected; by Laurie H. Hutzler (Sept., p. 36). 
Unauthorized Access—Easy access to computers via standard 
telephone lines can result in unwelcome system users unless 
adequate protective measures are taken; by Alan Hoffberg, 
contributing editor (EDPerspectives, Nov., p. 78). 
What’s New in Encryption—Information security is still play- 
ing catch-up with expanding technology. If important data is 
sent over phone lines, steps must be taken to protect it; by 
Randi T. Sachs, associate editor (Feb., p. 36). 


PERSONAL COMPUTING 


scanner and high-speed duplicator, printing costs are down 
while speed and quality are up at Chicago’s Stern Electronics 
(Systems in Action, Sept., p. 74). 

Slow Growth for Videotex—-Bucking trends that call it a 
breakthrough in information retrieval and transaction proc- 
essing, the business videotex market will grow to only $500- 
million annually by 1992, concludes a new study (Memo, 
June, p. 12). 
Superminis: In the Mainstream of Business DP—As comput- 
erization spreads, users are demanding more power at lower 
prices. In response, vendors are providing the “32-bit super 
machine”; by Randi T. Sachs, associate editor (May, p. 40). 
Technologies in Tandem—The six technologies of word, data, 
image, and audio processing, networking, and ergonomics are 
encompassed by a family of office automation products and 
product enhancements from Wang Labs (Memo, Jan., p. 9). 
The Electronic Postman—An Electronic Computer-Originat- 
ed Mail system has been introduced by the U.S. Postal Service 
in 25 cities nationwide (Memo, March, p. 19). 

The Long and Short of It—-Like stenography and manual 
typewriters, legal-size files are becoming an endangered spe- 
cies in the contemporary office setting, reports Olsten Tempo- 
rary Services (Memo, July, p. 12). 

The Many Functions of Desktop Calculators—Today’s sophis- 
ticated units have become indispensable office tools offering 
fast, accurate calculations and a host of additional features; 
by Randi T. Sachs, associate editor (July, p. 45). 

The Mathematics of Filing: Cabinets vs. Electronics—As more 
and more office fi become d, electronic infor- 
mation systems are fe bly with tradi 
methods; by Robert L. Sample, “associate editor (Jan., p. 38). 
The New Versatility in Dictation Equipment—To provide 
today’s office users with greater flexibility at less overall cost, 
many vendors now offer truly multifunctional units; by Robert 
L. Sample, associate editor (Aug., p. 46). 

The New Versatility in Text Editors—A wide range of sophis- 
ticated equipment is now on the market providing users with 
the opportunity to fulfill their particular needs precisely; by 
Willoughby Anh Walshe, word processing editor (June, p. 
38). 

Tools for Training Users of Automated Equipment— With the 
growing use of increasingly sophisticated devices in the office, 
the importance of adequate education cannot be overstressed; 
by Selma Friedman, associate editor (July, p. 38). 
Video/Teletext Network—Centel Corp., Honeywell Inc., and 
Field Enterprises Inc., have announced the formation of a 
joint venture to provide videotex and teletext services to the 
consumer market (Memo, July, p. 110). 


OFFICE SECURITY 


A Comprehensive Approach to Security—A ten-point program 
to safeguard against industrial espionage is essential for 
adequate protection; by Belden Menkus, contributing editor 
(Office Security, Dec., p. 77). 

A Manager’s Guide to “Tempest” Security— Most automated 
office equipment “leaks” el ic pulses. I p 

ise private information; by J. Michael Nye (March, 


security; by Selma Friedman, associate editor (Feb., p. 52). 
Convenience Copiers: New Vendor Strategies, More User 
Benefits—An increasingly competitive marketplace is benefit- 
ing the end user, with many new features available or in the 
works; by Richard Hanson (Dec., p. 39). 

CRT Competition—Flat-panel displays, until recently used 
mostly for small displays such as those in calculators and 
watches, are now b ing viable for computer 
displays and TVs (Memo, “March, p. 9). 

Duplicating Details—Siemens-Allis, in need of a duplicating 
system that could handle 120,000 copies per month, selected a 
Kodak Ektaprint 150F copier/duplicator for its speed and 
high-quality reproductions (Systems in Action, Oct., p. 72). 
Dynamic Growth in Micros— Worldwide microcomputer sales 
will top $11-billion by 1986, says a study by Creative Strate- 
gies International (Memo, May, p. 7). 

Fiber Optics Market Grows—Lower prices, resolved technical 
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p. 36). 

Be Prepared in Case of an Office Fire-—The danger can be 
somewhat reduced by extinguishing devices such as water 
sprinklers; by Belden Menkus, contributing editor (Office 
Security, Aug., p. 74). 

Defining the Role of Private Security—Corporate security 
staff must never usurp the powers of corporate management, 
the police, or the judiciary; by Belden Menkus, contributing 
editor (Office Security, Oct. p. 74). 

Disaster Recovery Planning—Often, traditional un- 


Cc ion of a New Headquarters Facility—This provides 
the kind of forum needed to address the many issues in using 
new technology; by Frank A. Petro Jr., contributing editor 
(Personal Computing, Aug., p. 75). 

an Overall Information Resource Strategy—This 
calls for describing the framework—the systems architecture 
and network approach—that will be used for managing the 
key resources; by Frank A. Petro Jr., contributing editor 
(Personal Computing, June, p. 74). 
Expansion Followed by Contraction—Both DP and WP have 
gone through periods of proliferation followed by costly 
consolidation. Personal computing will most likely follow the 
same route; by Frank A. Petro Jr., contributing editor (Per- 
sonal Computing, April, p. 86). 
Facilities Develop The lution in office automation 
has reached the point where planners must now design for 
computer usage; by Frank A. Petro Jr., contributing editor 
(Personal Computing, Oct., p. 76). 
No Longer a Toy—The personal computer is rapidly becom- 
ing an important decision-making tool for administrators; by 
Frank A. Petro Jr., contributing editor (Personal Computing, 
Feb., p. 84D). 
Office Use of Personal C A unit on every manag- 
er’s desk? Not just yet. But the idea is catching on as more 
and more organizations discover some very important bene- 
fits; by Randi T. Sachs, associate editor (Aug., p. 39). 
Achieving the Networking Ideal—Setting up an in-house 
“computer store” is one good way of managing the acquisition 
of personals; by Frank A. Petro Jr., contributing editor 
(Personal Computing, Dec., p. 75) 
Retail Venture—The recent opening of the AVR Computer 
Gallery in Atlanta's suburban Northlake Mall marks the 
entry of Acme Visible Records Inc., Crozet, Va., into comput- 
er retailing (Memo, Feb., p. 20). 


PERSONNEL 


A Crime Fighter—The loss to American business and industry 
from white- and blue-collar theft has prompted many firms to 
initiate preemployment honesty testing (Memo, Oct., p. 10). 
A Free Lanch?—Hewitt Associates’ review of innovative 
employee benefits reveals 70 of the more creative ideas used 
by companies to enhance the appeal of their overall packages 
(Memo, Sept., p. 10). 
An Administrator’s Guide to QVECs and IRAs—-A new tax 
law has made savings for retirement much more attractive for 
employees. Here are the employer options and major adminis- 
trative issues; by Philip M. Alden Jr.(June, p. 45). 
Benefits Transition—Shifting population patterns and grow- 
ing pension-fund assets will cause dramatic changes in em- 
ployee pension benefits in the years ahead (Memo, Nov., p. 9). 
Better Salaries Forecast-—Salaries for personnel and human- 
resources executives will go up 14.5 percent in 1982, according 
to a recent survey of U.S. firms conducted by Fox-Morris 
Personnel Consultants (Memo, Jan., p. 9). 
Bridging the Gap—The “bridging” approach keeps dismissed 
ona pany’s payroll and provides job-search 
support services for a predetermined interval (Memo, Oct., p. 
9). 
Changing Clerical Market—-Demographic, technological, and 
social changes in the clerical labor market are limiting office- 
site selection, according to The Fantas Co. (Memo, Jan., p. 9). 
Clerical Shortage Ahead—Dr. Harold Smith of Brigham 
Young University predicts a shortage of willing, qualified 
clerical workers within ten years (Memo, Sept., p. 9). 
Dramatic Job-Hiring Pessimism— Weak hiring plans are ex- 
pected .o continue in the second quarter of 1982, according to 
the latest Manpower Inc. quarterly survey of over 10,000 U.S. 


dertaken to minimize disasters may not be as effective as 
many managers would believe them to be; by Belden Menkus, 
contributing editor (Office Security, June, p. 76). 

How Lighting Can Make the Workplace More Secure— 
Proper use of illumination can, often, play a key role in 
improving security; by Belden Menkus, contributing editor 
(June, p. 26). 


ployers (Memo, May, p. 8). 
Employee Evaluation ms—Recognition of individual 
effort by supervisors is the key to continued good performance 
Sy an employee; by Howard Thomas, contributing editor 
(Management At Ease, March, p. 91). 

Extra Benefits—Parking lot or garage privileges for all or 
most employees is one of the most common benefits available 
to the work force, according to a survey by The Bureau of 
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National Affairs Inc. Washington, (Memo, June, p. 12). 
Firing Managers: Y. 


erosion of the a 
bringing about a dramatic change i in termination policies; by 
David L. Nye (May, p. 24). 

Flexible Benefits Popular—Under such a plan, employees 
select different benefits to suit their particular circumstances; 
its growth is due to the disappearance of the “average” 
employee (Memo, Aug., p. 10). 

Having Problems with Worker Performance?--More and 
more companies are turning to “Employee Assistance Pro- 
grams” to resolve troublesome situations where traditional 
techniques have failed; by James S. Ray (May, p. 47). 
How to Get Hired—In this job market, a candidate’s perfor- 
mance during an interview plays an even more significant role 
in the decision to hire—or not to hire (Memo, May, p. 7). 
How to Write a Personnel Manual—The need to document 
policies has suddenly become a high priority. Here are some 
easy-to-follow guidelines for administrators; by Edgar S. 
Ellman (July, p. 28). 

Improved With Quality —According to the Bureau of Business 
Practice, International Harvester’s experiment with “quality 
circles” has produced impressive bottom-line results (Memo, 
Nov., p. 10). 

Labor Wins Court Case—Employers cannot prohibit workers 
who deal with confidential material from joining unions, 
according to a recent U.S. Supreme Court decision (Memo, 
Feb., p. 19). 

Less Demand for an MBA?—While American MBAs are 
thoroughly trained and highly skilled in the manipulation and 
control of economic models, grad schools fail to teach students 
“people” skills (Memo, April, p. 10). 

New Work Schedules for a Changing Office—Myriad demo- 
graphic, social, and business changes are bringing about 
flexible new alternatives to the traditional eight-hour day, 
five-day workweek; by Jerome M. Rosow (Feb., p. 48.). 
Secretarial retaries are confident about their 
future in the d office, ding to a survey of Kelly 
Services Inc. “temps” (Memo, July, p. 12). 

Sorting Out Bad Apples—Along with the many honest people 
who might respond to your company’s want ads, there are a 
sizable number of “bad apples” who could easily wind up on 
your payroll (Memo, March, p. 10). 

Stay Clear of ‘Cloning’—Beware of the “clone effect” when 
interviewing job candidates, warns William T. Mangum, 
president, Thomas-Mangum Co., a Los Angeles-based execu- 
tive search firm (Memo, April, p. 9). 

Temporary Help of the Specialized Kind—Coming into their 
own after World War II, temporary services continue to grow 
with American firms spending over $2-billion annually for 
specialized office help (April, p. 29). 

Terminal Eyesore—Precautions must be taken to eliminate 
eyesight health hazards for operators of VDTs; by Willoughby 
Anne Walshe, word processing editor (Word Processing, Oct., 
p. 74). 

The Aging Work Force—From now through the end of the 
century, the proportion of older employees will increase, 
changing the way many organizations operate; by William M. 
Cowan (March, p. 22). 

The Trauma of Reti F counseling, now 
provided by some panies, can help employees cope with 
the transition; by Howard Thomas (Management at Ease, 
Sept., p. 78). 

When Cutbacks Hit the Office—White-collar workers are 
now being affected, raising new problems for administrators; 
by Robert L. Sample, associate editor (June, p. 20). 


RECORDS AUTOMATION 


Cheaper Micrographics?—According to a new study by Frost 
& Sullivan Inc., micrographics will continue to play a role in 
the automated office, but the key to vendor success will be 
computer interface and lower cost (Memo, May, p. 7). 
Effective Information Management —-Integrate paper, micro- 
form, and digitial documents to maximize the advantages of 
each, while minimizing their limitations; by Bonnie Canning, 
contributing editor (Records Automation, April, p. 84). 
Fear of Change —A records automation program will only be 
successful if everyone affected, from the CEO on down, 
supports it; by Bonnie Canning, contributing editor (Records 
Automation, Dec., p. 74) 
Information Search and Retrieval—Electronic Filing and re- 
trieval technologies, such as computer-assisted retrieval, asso- 
ciative file processing, and data compression, have made 
significant advances in the last few years; by Bonnie Canning, 
contributing editer (Records Automation, Oct., p. 78). 
Organizational Bureaucracies Stymie Implementation of New 
Information Systems—Involving all users, through a matrix 
approach, often aids the transition; by Bonnie Canning, 
contributing editor (Records Automation, June, p. 78). 
Proliferation of Electronic Records—The growth of WP, DP, 
and electronic mail poses new challenges in the area of records 
management; by Bonnie Canning, contributing editor (Rec- 
ords Automation, Aug., p. 74). 
Software for Sorts, Retrieval, and Other Filing Tasks—Orga- 
nizations are availing themselves of a variety of new software 
packages in order to “file and find” information more effi- 
ciently; by Bonnie Canning and Karen Michaels (Nov., p. 25). 
State-Of- he-Art Security Methods—They can be utilized to 
film and el ic records against theft and 
I ion by “ Smart” criminals; by Randy J. Gold- 
field, contributing editor (Records Automation, Feb., p. 84F). 
The Hidden Cost of Handling Paper—Despite growing use of 
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sophisticated information systems in today’s offices, hard copy 
abounds. Here are ways of taming that “paperwork tiger”; by 
Randy Goldfield and Warren Waldbrand (June, p. 28). 
Will the Optical Disc Kill Microfilm?—-Ultimately, digital 
technologies will probably supplant photographic ones for 
storing information. But what can be expected in the near 
future? by Donald L. Gerber (April, p. 49). 

Winning Records—The Sun Co. Inc. of Radnor, Pa., is 
awarded the Sixth Annual William Olsten Award for Excel- 
lence in Records Management Programs (Memo, Nov., p. 9). 


SYSTEMS IMPROVEMENT 


A Change in Form—By making a few modifications in its bill 
of lading form, Purolator Courier Corp., New Hyde Park, 
N.Y., has saved more than 24 percent, or $60,000, from its 
annual printing and paper costs (Systems in Action, May, p. 
66 


A Graphic Solution—Communication between CPAs and 
plant managers is being bridged by using color-coded, trend- 
oriented graphs from Graphic Management Services, Chicago 
(Systems in Action, Jan., p. 50). 

A System to Grow By—Allegheny International realized 
significant productivity gains by replacing its central dictation 
system with five Sony Networks (Systems in Action, Nov., p. 
74). 

A Weighty Matter—Better Package’s LEO III electronic 
letter/parcel weighing system is helping the Indianapolis Life 
Insurance Co. eliminate the guesswork in mailings (Systems 
in Action, Jan., p. 50). 

Accident Tracking—Software Publishing Corp.'s PFS soft- 
ware package provided TWA with an inexpensive way to 
automate its method of recording on-the-job accidents (Sys- 
tems in Action, Oct., p. 72). 

Airline Upgrades—The installation of a series of Raytheon 
PTS-100 stand-alone intelligent terminals has helped Alaska’s 
major intrastate airline to complete a three-phase program to 
upgrade services (Systems in Action, Feb., p. 72). 
Automatic Microfilm Jacket System-—The College of the 
Redwoods in Eureka, Calif., is solving its problem of student 
record privacy and accessibility through the use of a Bell & 
Howell intelligent information system (Systems in Action, 
April, p. 73). 

Better Binding— When the Washington National Insurance 
Co., Evanston, Ill., decided their policy jackets should be more 
attractive and professional looking, they chose the Covermate 
thermal binding system from Bind-It-Corp., H 


computer system from Computer Devices Inc., Burlington, 
Mass., has helped a U.S. Army post in West Berlin, Germany, 
achieve the highest number of reenlistments two quarters in a 
row (Systems in Action, July, p. 70). 
Form Mail—A six-part, two-way mailer form is the heart of a 
ized billing op at ilton Test Systems 
New York Inc. (Systems in Action, Dec., p. 66) 
Getting On-Line—A Department Reporting System (ADRS 
11), linking remote user terminals with the central IBM S/370 
158 computer, is helping the city of Albuquerque, N.M., meet 
the demands of its soaring population (Systems in Action, 
May, p. 66). 
Going Interactive—A Wang VS is aiding Henry Glass & Co., 
New York, expand from a data processing system to an 
interactive one and is saving the firm at least $3,000 monthly 
in the process (Systems in Action, Jan., p. 50). 
Going Laser—One of the reasons Colonial Mortgage Service 
Co., Philadelphia, installed Kodak Komstar 200 microimage 
processor on-line to the firm's computers is its use of laser 
technology (Systems in Action, Aug., p. 70). 
Handling an Increased Workload—With new Kodak micro- 
film equipment, the State National Bank of Connecticut in 
Fairfield does not have to increase personnel because of an 
increase of 50 percent in credit card holders (Systems in 
Action, Feb., p. 71). 
Improved Trading—A 61 percent reduction in annual DP costs 
and improved operations control are some of the benefits the 
Butcher Trade Exchange is enjoying as the first installation of 
a Symcro SB700 “Easy-Grow” computer (Systems in Action, 
March, p. 90). 
Integrated Information System—The New Jersey School 
Boards Associations broadened services through use of an 
integrated DP/WP system (Systems in Action, Dec., p. 65) 
Labeling It—The addition of a pressure-sensitive label from 
The Standard Register Co., Dayton, Ohio, to the order form 
of Dillon Supply Co., Raleigh, N.C., has increased shipping 
y and d less man-hours (Systems in 
Action, Aug., p. 70). 
Local Network Success—Thanks to a 6600 Attached Re- 
source Computer coaxial cable-based local network from 
Datapoint Corp., San Antonio, the Refinement Int'l Co. of 
Woonsocket, R.1. is handling communications between the 
firm's headquarters and its recycling plants through modems 
(Systems in Action, April, p. 74). 
Massachusetts City Goes On-Line— Worcester, Mass., (pop 
161,000) is using a large-scale Honeywell Level 66/DPS 


N.Y., which is designed for desktop use (Systems in ‘Action, 
July, p. 70). 
Bringing COM In-House—Producing computer reports on 
microfilm instead of paper can result in significant dollar 
reductions; by Robert F. Williams (Nov., p. 42). 
Cheaper in the Long Run—The Micronet multiport telecom- 
munications network system may be more expensive than 
alternative systems but the Hughes Aircraft Co., Los Angeles, 
has found it to be a savings in many different ways (Systems 
in Action, Aug., p. 70). 
Color Coordination—When Bigelow-Sanford, a Greenville, 
N.C., firm decided to improve the quality of its graphics work 
and decrease the amount of time spent on generating charts, it 
found its answer in the HP-7221 from Hewlett-Packard, Palo 
Alto, Calif. (Systems in Action, April, p. 74). 
Computer Games— Mohawk Data Sciences’ Quantel comput- 
ers with special Sports-Pack software are providing several 
NFL football teams with player profiles, game analyses, and 
scouting and injury reports (Systems in Action, Sept., p. 74). 
Computerized Persoanel Administration—An on-line system 
that provides direct control over personnel! information was 
the main reason Heritage Bank-North, a new bank holding 
company in Morristown, N.J., chose CSS/RESPOND, a 
personnel administration software package developed by Na- 
tional CSS (System in Action, March, p. 89). 
Copier Control System—The Dany! System 80 Transaction 
Recorder from Danyl Corp., Moorestown, N.J., is a toaster- 
sized, microprocessor unit designed to keep track of photoco- 
pying records (Systems in Action, Dec., p. 66). 
Copy Clarity Assured—Diepenbrock, Wulff, Plant & Hanne- 
gan, an old Sacramento, Calif., law firm has found that the 
Kodak Ektaprint 150F copier-duplicator has slashed about 15 
percent from the time need to make copies, and provides 
improved copy quality (Systems in Action, April, p. 74). 
utting Costs Though DP-—Los Angeles County's high-speed 
electronic printing system has saved the city millions since its 
inception (Systems in Action, Nov., p. 73) 
Dewey Decimal Discs—aA single optical disc will be replacing 
about 200,000 paper catalog cards for the Library of Congress 
in Washington, D.C. (Systems in Action, Dec., p. 66). 
it Control System—By combining computer and mi- 
crographics technologies, a document control system was 
developed for Saudi Arabia's International Airports Projects 
that allows airport management to access all necessary data 
(Systems in Action, Sept., p. 73). 
Doing it Yourself—When the bills for using an outside 
computer service bureau hit the $14,000-a-year level, Beadex 
Manufacturing Co., Renton, Wash., installed a Wang 2200 
vP and now p data on a timely basis 
(Systems in ‘Action, July, 6: 70). 
Down the In order the ensure that important mes- 
Sages are received along the 800-mile trans-Alaska oil pipe- 
line, Alyeska Pipeline Service Co., builder and operator of the 
pipeline, uses an IBM 3031 computer to send its mail 
electronically (Systems in Action, June, p. 72). 
Enlisting Computer Aid—The Miniterm Mode! 1203 portable 


P system to help it get the most from its financial and 

other resources (Systems in Action, June, p. 71). 

inicomputer Saves Money—Boettcher & Co., a Denver- 
based investment firm that many consider to be the “Wall 
Street of the Rockies,” discovered it could save almost 
$300,000 a year by installing Hewlett-Packard’s HP 3000 to 
keep track of over 50,000 securities (Systems in Action, Aug., 
p. 69). 
Moving Made Easy—When Shelby Mutual Insurance Co., 
Shelby, Ohio, moved its offices, it took just four weekends— 
and not one workday was lost-—thanks to an open-office 
furniture system from Westinghouse ASD, Pittsburgh (Sys- 
tems in Action, May, p. 66). 
New Forms Management Program—The Tappan Co., Mans- 
field, Ohio, is saving ¢ close to $50,000 annually after two ne 

ap d forms progra: 
from 1 The Standard Register Co. of Dayton, Ohio poem in 
Action, July, p. 69). 
No More Pencils—Clerical staff responding to patent applica- 
tions at the U.S. Patent and Trademark Office have turned in 
their pencils and pens for IBM Displaywriters (Systems in 
Action, Sept., p. 74). 
Not Just a Stock Program—The Common Inventory System 
software program, administered with a Sperry Univac 110/82 
computer, has been so successful in Edmonton, Alberta, 
Canada, that Montreal has purchased it and other Canadian 
cities are investigating it (Systems in Action, Aug., p. 70). 
Not Just for Secretaries—In Ventura, Calif., Greg Nelson has 
found that the Lanier EZ-1 word processor has cut his law 
firm’s time factor in productivity in half and eliminated a 
great deal of copying (Systems in Action, June, p. 72). 
Open to Change—With the SerieSeven open office system by 
IKD Corp., Elkhart, Ind., the Roper Corp., based in Kanka- 
kee, Ill, is able to accommodate 25 percent more people in the 
same amount of floor space (Systems in Action, Feb., p. 72). 
‘Personal’ Confusion—Misconceptions about how personal 
computers are used in local area networks abound, according 
to a new study by Strategic Inc. (Memo, Nov., p. 10). 
Records Transfer-——To ensure complete accuracy and speed in 
record transfer, the California Department of Mental Health 
uses ten Panafax MV1200 facsimile machines (Systems in 
Action, Feb., p. 72). 
Safety Screen Test—DuPont’s Memphis chemical and pig- 
ments plant is using Interaction Systems Inc.’s (Newtonville, 
Mass.) Model TT-100 touch-sensitive CRT terminal for 
teaching employees about the plants safety policies (Systems 
in Action, — p. 72). 
Setting Records Straight—When the Shelby County, Tenn., 
Criminal Justice Center purchased Kardex systems (Mariet- 
ta, Ohio) Kompakt modular, mobile filing system for its new 
offices, floor space requirements were reduced by 60 percent 
and filing capacity increased by 300 percent (Systems in 
Action, June, p. 72). 
Speeding Up the Mail—Pitney Bowes’ Insertamax systems are 
helping the Medicaid Management Information System 
quickly process New York State’s Medicaid claims (Systems 
in Action, March, p. 90). 
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Speeding Up the Mail—Since O’Brien Partition Co., Kansas 
City, Kans., began using Speed Gram, a direct-mail personal- 
ized “telegram” from Marketing Communications Inc., Kan- 
sas City, the company has seen substantial sales increases 
(Systems in Action, Feb., p. 72). 

Supermini Smoothes Road to Computerization—A Wang vir- 
tual storage (VS) system, which is a 32-bit “superminicom- 
puter” is aiding Interstate Hotels Corp., Pittsburgh, on its 
road to complete office automation (Systems in Action, May, 
p. 65). 

Supply-Side Computer —Automating their supply system with 
a minicomputer has saved the staff of a Des Moines medical 
center considerable time and energy (Systems in Action, Nov., 
p. 74). 

Switching Phone Systems—The Siemens SD 192 branch 
exchange system from Private Telephone Inc., Elk Grove 
Village, Ill., is helping the p lists at Sch 
Krueger, and Kennedy, in Chicago, solve their clients’ prob- 
lems and their own as well (Systems in Action, Jan., p. 50). 
Teleprocessing Network—By concentrating its on-line com- 
puter capabilities in the field, AID Insurance Services’ cus- 
tomers and branch offices benefit from the company’s vast 
centralized computer system (Systems in Action, Oct., p. 71). 
The Name Game—Some ten-million names, rep 


design is no easy task in today’s marketplace. Through active 
participation, however, management can reduce many of the 
risks; by Francis X. Dzubeck, contributing editor (Jan., p. 44). 
Justifying Capital Expendi In today’s envi , this 
requires a careful evaluation of all the available lease/ 
purchase alternatives; by Francis x. Dzubeck, contributing 
editor (Telecommunications, July, p. 79). 

Live from the Marriott—Marriott Corp. is the first hotel 
chain to offer a nationwide network of permanently installed 
d solely to teleconferencing (Memo, 


New ‘Baby Bell’ Seen—AT& > ©. announced that it intends 
to form a separate subsidiey ‘or the future provision of 
enhanced communication s®vices and customer-premises 
equipment, on or before June 1 of this year (Memo, Feb., p. 


New Video Network—A new Western Union subsidiary will 
be the first outfit to offer customers a full range of integrated 
end-to-end video conferencing services (Memo, Oct., p. 9). 
Radio News Service—Dow Jones Radio 2 Inc., Princeton, 
N.J., has announced DowAlert, a new private-frequency 
business news service, which will provide business and finan- 
cial news via satellite transmission (Memo, June, p. 12). 
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more than 1,000 business and professional markets, reside i in 
the electronic files of National Business Lists Inc., Chicago; 
an IBM 4341 computer processes and tracks those names 
(Systems in Action, July, p. 70). 

Tracking Phone Traffic—After converting to Northern Tele- 
com’s (Nashville, Tenn.) SL-| PBX and Model 445 and 435 
minicomputers, which are used for all detail recording and 
reporting, SRI International in Palo Alto, Calif., found its 
telephone call volume stopped rising (Systems in Action, May, 
Pp. 66). 

Trimming Phone Bills—The California Farm Bureau has 
found one way to beat Ma Bell with a new computerized 
telephone system by Harris Corp., Digital Telephone Systems 
Div. (Systems in Action, March, p. 90). 

Unique Hook-Up—A unique system linking computer and 
microfilm camera saves time and money by entering retrieval 
codes automatically (Systems in Action, Nov., p. 74). 
Versatile Computer Modeling System—A computer-based 
mathematical modeling system is helping executives at Inter- 
national Paper Co., Denville, N.J., choose between alternative 
uses of the firm’s varied resources (Systems in Action, Jan., p. 
49). 

Where There’s Smoke—The City National Bank of Detroit's 
headquarters has installed a new model ionization smoke 
detector, the DI-3 from Pyrotronics, Cedar Knolls, N.J., 
which is designed to do the job for industrial structures 
(Systems in Action, April, p. 74). 

Writing It Up—Documentation is usually a sore spot for 
computer programmers, but an Abilene, Tex., CPA firm has 
discovered that the Documentor Data System from Para 
Research Inc., Rockport, Md., is easing the burden (Systems 
in Action, March, p. 90). 


TELECOMMUNICATIONS 


Administrators Can Look Forward to a Totally Integrated 
Network—A nodal processing network offers a structure that 
creates a high degree of availability, while maintaining out- 
standing network throughput; by Francis X. Dzubeck, con- 
tributing editor (Telecommunications, March, p. 92). 
Alternatives in Long-Distance Ti Service—Whether 
your company is large or small, there are many attractive 
offerings which, if carefully chosen, can substantially reduce 
your monthly phone bill; by Frank K. Griesinger, contributing 
editor (Aug., p. 33). 

A Manager’s Guide to Specialized Networks—The technol- 
ogies are now in place for fully-integrated information sys- 
tems; by Joseph A. Boyd (May, p. 26). 

‘American Bell’ Is Born!—American Telephone & Telegraph 
(AT&T) has officially launched its long-awaited “Baby Bell,” 
the wholly owned, but fully separate, subsidiary providing 
enhanced services (Memo, Aug., p. 9) 

AT&T's Increased Use of Satellites—This may be the last 
straw, which will force conservative network managers to turn 
to competitive transmission services; by Francis X. Dzubeck, 
contributing editor, (Telecommunications, Jan., p. 72). 
AT&T's 100,000—William Rush of Coopers & Lybrand 
describes the coming changes wrought by the breakup of 
AT&T during the 14th Annual SMIS Conference (Office 
Automation, Nov., p. 17). 

Case By Case—While touted as revolutionary by some, 
services from American Bell—AT&T’s newly announced 
subsidiary—should still be examined on a case-by-case basis; 
by Francis X. Dzubeck, contributing editor (Telecommunica- 
tions, Sept., p. 76). 

Cellular Radio Makes Waves—This technologically advanced, 
sophisticated version of the mobile telephone promises greatly 
improved communications flexibility—which, in turn, should 
favorably impact managerial efficiency (July, p. 25). 
Cutting Costs with Telephone Accessories—Interested in sav- 
ing time and money? Here are some suggestions that can 
substantially reduce your monthly bill; by Frank K. Grie- 
singer, contributing editor (April, p. 57). 

End to Telephone Tag?—Digital voice messaging systems will 
be a catalyst technology of the 80s, Creating new Product 
opportunities and ig the i of 

mail, voice recognition, and basic telephone switching (Memo, 
Feb., p. 19). 

How to Design a Telecommunications Network—A successful 
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P Systems: How Five Major Vendors Compare— 
Modern technology is superb, and the user can save money 


business-systems centers during 1982 in 17 new markets 
(Memo, May, p. 8). 

More Winchesters—The hard disk drive industry will have 
grown from $7-billion in 1981 to $17.8-billion by 1986, a new 
report shows (Memo, Nov., p. 9). 

Name Change—The Society for Management Information 
Systems will henceforth be called the Society for Information 
Management (Office Automation, Nov., p. 18). 

Name Droppers—A total of 527 American corporations 
changed their names during 1981, an increase of 36 percent 
over 1980, according to Anspach Grossman Portugal Inc. 
(Memo, March, p. 10). 

New from Disney World—An exciting, futuristic world is 
taking shape at Walt Disney World’s Epcot Center, and 
because you can’t run the world without computers, comput- 
ers will assist in running Epcot Center (Memo, May, p. 7). 
No Drop in Mail Volume—A Pitney Bowes study shows that 
U.S. mail volume will continue to grow, despite increasing 
postage rates and petition from el ic communica- 
tions and private delivery services (Memo, Oct., p. 9). 
OAC Seeks Participants—A “call for participation” has been 
issued for the fourth annual Office Automation Conference, 
which will be held at the Philadelphia Civic Center, Feb. 21- 
23, 1983 (Memo, July, p. 12). 

Plugging Into Portables—Portable personal computers will 


and enjoy new features. Here's what five leading f 

ers currently offer; by Frank K. Griesinger, contributing 
editor (Dec., p. 52). 

What It Takes to Teleconference Successfully— What's need- 
ed is a solid grasp of the many forms, costs, and techniques 
available and their suitability for organizational needs; by 
Thomas M. Jenkins (Oct., p. 28). 

What the AT&T Breakup Means to Management—The im- 
pact on telephone and data communications will be dramatic; 
by Frank K. Griesinger and Francis X. Dzubeck, contributing 
editors (March, p. 24). 

Value-Added Network Industry Comes of Age—New tools 
exist that, if properly used, can save time and money; by 
Francis X. Dzubeck, contributing editor (Telecommunica- 
tions, May, p. 74). 


WORD PROCESSING 


A Buyer’s Guide to Word Processing Software—The almost- 
endless variety of packages available today makes it doubly 
important to carefully assess your needs before purchasing; by 
Alan Hoffberg, contributing editor (Tools of Administration, 
Sept., p. 40). 
Closer to True Information Retrieval—New information re- 
trieval systems for prior mainfi 
problems; by Willoughby Ann Walshe, word processing editor 
(Word Processing, Dec., p. 76). 
Paper-Handling Devices—They can further productivity gains, 
realized through use to text-editing equipment; by Wil- 
loughby Ann Walshe, word processing editor (Word Process- 
ing, April, p. 84). 
The CeBit Electronic Office Equipment Exhibition——This 
year’s Hanover Trade Fair previews trends in communica- 
tions, terminals, and new technologies; by Willoughby Ann 
Walshe, word processing editor (Word Processing, June, p. 
80). 
‘Transportable’ Software Makes Equipment Compatible— 
Questions are being raised about quality and user friendliness 
of current offerings; by Willoughby Ann — word proc- 
essing editor (Word Processing, Aug., p. 76). 
What You Get Into with a ‘90-Day Trial’—Buyers like the 
ion that a no-oblig tryout offers, while vendors can 
“test the market,” learning more about equipment suitability; 
by Patrick Flanagan (July, p. 32). : 
WP Advances during 1982 Provide Many New Options— 
Managers can expect to see nearly every aspect of business 
automated to some extent within a few years; by Willoughby 
Ann Walshe, word processing editor (Word Processing, Feb., 
p. 84B). 


MISCELLANEOUS 


A Wall Streeter Looks at Office Automation—This knowl- 
edgeable insider from a leading brokerage firm expresses his 
views on which vendors will be winners—and why; by Donald 
C. Aronson (Dec., p. 26). 

Change of Addressograph—The formation of a new corpora- 
tion, Addressograph Farrington Inc. (AFI), has been an- 
nounced by DBS Inc., a holding company headquartered in 
Randolph, Mass. (Memo, July, p. 11). 

For the Asking—A St. Louis software developer is marketing 
its prog via p 2 d diskettes that provide an 
hour-long demonstration of the program in operation (Memo, 
Sept., p. 10). 

Getting in Shape—Improving the body and mind through 
physical fitness conditioning programs will optimize one’s 
performance on the job; by Howard Thomas (Management at 
Ease, Nov., p. 80). 

Industry Trade Surplus—The U.S. Trade surplus in computers 
and business equipment exceeded $3.5-billion in the first six 
months of 1981, reports the Computer and Business Equip- 
ment Manufacturers Association (Memo, Jan., p. 10). 
Mission to Japan—A 16-day management mission from Los 
Angeles will study office automation developments in Japan, 
under the aegis of the Technology Transfer Institute (Memo, 
June, p. 12). 

More Sears Centers—The Merchandise Group of Sears, 
Roebuck and Co. has announced plans to open 45 additional 


25 percent of all personal computer shipments by 
1991, according to a new study (Memo, Nov., p. 10). 

The Exciting World of Epcot Center—Disney World’s new 
Epcot Center represents one of the most ingenious applica- 
tions of computer technology to date; by Robert L. Sample, 
associate editor (Nov., p. 48). 

Uncle Sam to Pay the Piper-—The Federal government will 
now have to pay interest charges if it is late in paying its bills 
to private industry. This law was passed during Small Business 
Week (Washington Report, Sept., p. 19). 

‘Wellness Clinics’ Growing in Popularity—-More than 500 
U.S. companies have established wellness clinics; their pur- 
pose is to reduce healthcare costs and boost productivity 
(Washington Report, Oct., p. 14). 

Women Professionals Delaying Motherhood— Highly educat- 
ed American women appear to delay motherhood to accom- 
plish their educational and career goals, the Census Bureau 
reports (Washington Report, Aug., p. 19). Oo 


Beat the Big One... 
Heart Attack 


Give Heart Fund 


A GUIDE TO 
OFFICE 
RELOCATIONS 


This handbook was prepared by one of the 
oldest and largest Interior Planning/Design 
firms in N.Y. City. We are experts in the 

field of office design. 

The Guide describes each step in relocating 
your offices: what happens, who is involved, 
how to avoid pitfalls. Read this before you 
begin to look for space. 

For a free copy, send your business card to: 
LCP Associates, Inc., Dept. A12 

25 Tudor City Place, New York, N.Y. 10017 
Att.: Sandra Spewock, Dir. of Mktg. 

Or call: 212 986-8550 
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